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Record Request Guide 
Please provide the following information so we may process your request: 

• Step 1 – Complete ALL sections of this request guide.  Print and sign the form by hand, 
then attach the signed, scanned document before submitting your request in an e-mail.

• Step 2 – Save all supporting documentation and attach when e-mailing request guide 
to  D05-SMB-NMC-4-Correspondence@uscg.mil. 

Contact Information: 

Full Name: Date: 

Company: Birth Date: 

Phone: E-mail: 

Address: City: 

State: Zip Code: 

3rd Party 
Request: Reference #: 

Signature: Social 
Security #: 

Comments: 
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